
0 W 1 C l  01 0ICI.t.lr O? I T A T l  

D t ? I I T M l # T  0 )  AICIIV18 L I I E T D I T  
. STATE A p p l i c a t i o n  f o r  

R E C O R D S  D I S P O S I T I O N  STANDARD 
OF 

GFMGII 

PAGE 

De-t of H m  Resources 
O f f i c e  of Administrative Aff& 

'47 Trini&Ave~ue 
-- Ms. Nancy H m l l  

public Assistance Payments Roan 501-S Yorllnl T,,l* 

a. w1 a Supervisor 30334 
*ON To amand Standard nunbers 15, 32 51, 70, 309 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;   ISP POSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E L  

* WhaA i s  the funqtion of t h e  o f f i c e  i n  which 

The Office of Mnbistrative Affairs, under the supervision 3f the ~ e p u t y  caprmissioner, 
is respansible for the admhistmtion a d  crmxhna * tion of the A c h i . n i s t r a t i v e  Services of 
the De-t. Included are: 
budgeting of the disburserrent of these funds, ( 2 )  the program involving the pmammnt 
of manpmer for the f i l l i n g  of vacant or smn t o  be va-t pos i t ims  (Personnel Ahinis- 
tratian Unit), ( 3) program involving the training (orientaticm, in-staff and academic) 
of employees of the Departrent (Staff D e v e l o w t  kit), (4) services involving the eval- 
uatim and analysis of pmgra i~~~  of the Deparbnent (Program and MaMgement Analysis Unit), 
(5) services involving the developent of new programs h the Department (Planning-and 
Dewlopent Unit, (6) accounting and supportive services of the Department (Finan& and 
Services kit). 

(1) programs involving appropiation of funds and the 

cud: .  , ; i r l  1 -  7 . 1 FL - , -  

1 - This f i l e  contains the following documents (include form numbers and t i t l es ,  if any, 
and f i l e  arrangement 1. 

SEE ATMCHED 
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RECORD WILL CONTINUE TO ACCUMULATE. 0 NO FURTHER ACCUMULATION ANTICIPATED 
E i i G i t l e  Dates of  Ser ies  < 

- 1968- t o  date 
O '  

I SEEATTACHEB~TO AmneuA 4- 0 1  4 l4732,S/. 79 3&9/-_ 
WhaA is the  function of  the o f f i ce  i n  which t h i s  r e c o r f t e r i e s  is cr/eatei? ' 

The Office of Administrative Affairs, under the supervisicn bf the Deputy Camnissimr, 
is respansible for  the administration and ooordinatian of the Administrative Services of 
the Department. Included are: 
budgeting of the disbursenient of these funds, ( 2 )  the program involving the prwuremnt 
of rranpawer for the f i l l ing  of vacant or soon t o  be va-t positions (personnel k h i n i s -  
tratian Unit), ( 3 )  program involving the tmining (orientaticm, in-staff and academic) 
of employees of the Department (Staff Developmer?t Unit), (4) services involving the eval- 
uation and analysis of programs of the Department (Program and Management Analysis Unit), 
(5) services involving the ikvelopnent of new progrems in the -t (Planningand 
Development Unit, (6) accounting and supportive services of the Department (Finance and 
Services Unit). 

(1) program involving appropiation of funds and the 
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1. This f i l e  contains the  following documents, (include form numbers and t i t l e s ,  i f  any, 

and f i l e  arrangement). 
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<'YES ' NO QUESTIONNAIRE ?lac. e n  "I" i n  t h e  

'\ , 

\, .~ [XI [ 1 13. Is t h i s  t he  Record Copy of t he  se r i e s?  

1 4 .  Is there  a duplication o f  t h i s  der ies  i n  another o f f i ce  o r  [XI [ 1 

[ 1 '-[XI 

.... ,. . . .  . , ~  ~ . - 
I 

ency? 
f f al%l csunty Departpwts, of&pi ly  and Children Services \. ; '  ' 
15 .  I s  the information cont'ainkd i n  t h i s  s e r i e s  ever summarized o'r published? 

5!  

Attach copy of summary or  publication. . ,  

16. Does the  se r i e s  contain c l a s s i f i ed  information; requiring s e c w i t y  haxidling? :. ' - [ X I  - [  ] 

17 .  Does the se r i e s  i n i t i a t e ;  amend or terminate agency-policies &d p r o c e d k e g ' ~ :  .. 'l'.i ;qX] 

. .  
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Part 205 of Chapter I1 of T i t l e  45 of CFR (205.145) 
-- - . -__ - - - - 

25. AGENCY ECOMhENDATIONS. This agency recommends tha t  the f i l e  s e r i e s  be cut  o f f  at the end- 
of  each -[]CALENDAR YEAR -[]FISCAL YEAR -[qOTHER _. . - ,then : 

[ ] Hold i n  the current f i l e s  area 1 month(s)/ y e a r ( s ) :  
[ 3 Transfer t o  [ 1 S ta t e  Records -[ 1 Local Holding Area; hold y e a r ( s ) :  
[ 1 Destroy. 
[ 3 Transfer t o  S ta te  Archives fo r  permanent re tent ion.  
[ 1 Destroy immediately a f t e r  cut-off. 
[XI Other: (Specify) 

. . :- 
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( Indica te  b r i e f l y  rat ionale  f o r  reconanendations above/or write addi t ional  r e m a r k s )  : 
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of metary assisTance ( d l i c  bsis- 
tance) t o  eligible receipients in the 
State. Included are: 

1. B O 1 - I n i t i a l  Authorization 
2. 302-Status Change QP termination 

4. 304-SUpplemental payment 
3. 3 0 3 - C b r n d ~ e  A d o n  

5. 306-Adhss change 
6. 307-county hold order/Disposition 

7. 308-State h&d ordedDismition 
advice - 
advice 

8. 309-Check undelivered notice 
9. 310-Check returned by county 

10. 314-Check cancelled at State 

ll. 394-394.1-Authorized for paymnt 
office 

t o  nursing hane vendor 
Fi l e s  are arranged by batch nunhr. 

~ _. 

Public A.%iistance=Monies. Ikluded are: 
Form #326 - Public Assistance Cancelled 
Check. Fi les  are arranged nurkrically 
by batch nudxr, then by date. 

Family and children Se"';lri&s and the 
Sta te  Department. Included are: 

1. form letters making corrections 
i n  date, address, status, signature 

2. letters of transfer of Public 
Assistance checks 

3. miscellaneaus transnu ' t ta l  letters 
Files are arranged alphabetically by county. 

ment an a Public ksistance &cky Incl;aded 

1. Dept. form 104(362) 
2. county DeparbEnt transnu 'ttal letter 

re: 
(form 654) 

3. Letter frwn county t o  state 
4. Letter t o  bank re: 
5. Copy of public assistance check 

with original check that was cancelled 
6. Achcwledganent letter fmn bank re: 

Cancellation of public assistance check 

are: 

Stop paymnt of public check 

Stbp Payment 

F i le  is arranged by county. 

i 

Cut off m t h l y ;  hold in current 
f i les  a& for one (1) year; 
transfer t o  Sta te  Records Center 
and hold for two (2)  years; then 
destroy; haever, records shall be 
retained until  resolution of audit 
questicm . 

Cut off m t h l y ;  hold i n  cuppent 
f i l e s  area for six (6) mths; 
transfer t o  State Records Center 
for 2 1 / 2  years then destroy; 
however records shall be retained 
u n t i l  resolution of audit questions. 

Cut off at end of current fiscal 
year; hold in current files area 
for 1 year; tMnsfer t o  State 
Records Center and hold for two ( 2 )  
years; Then destroy. Hawever recoxk 
shall be retained u n t i l  resolution 
of audit questions. 

Cut off at end of current fiscal 
year; hold in current files area 
for 1 year; transfer to State  
Records Center and hold for t w o  (2) 
year; then destroy. However records 
shall be retained u n t i l  resolution 
of audit questions. 
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Catinuation of Attaclrment Sheet 
t 

PUBLIC ASSISTANCE CHECK REGISTERS M E  %-%S Documents-re-itinn tothelissuance-of 
public Assistance-checks. ~ncluded are: 
farm-6353 - Georgia State Department of 
F d l y  and Children Services Check 
Register.?Files are arranged by date and 
by c-w. 

i 

Cut off at end of current fiscal 
year; hold in current fi les area 
for 1 year; transfer to State 
Records center and hold f a  two (2) 
years;thendestray. Hawever 
records shall be retained until 
resolutian of audit questions. 


